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Muc ti€éu dao tao

- Gitp hoc vién hiéu duoc vai
trd va tam quan trong cua lap
ké hoach

- N&m virng va thuc hién duoc
cac buéc lap ké hoach

- Biét cach kiém soat viéc thuc
hién k& hoach va xt ly cac tinh
hubng phat sinh hiéu qua

Phuwong phap dao tao

- Chuyén gia st dung cac phwvong
phap dao tao sau day dé chuyén
tai ndi dung khoa hoc:

- Thao luan m& (Open discussion)
- Nghién ctru tinh hung (Case
study)

- Bai tap ty danh gia (Self-
assessment)

- Thuyét gidng ngan dé tai thuc té

(Mini-lecture)

Tai liéu

- Tai liéu lwu hanh n6éi bd

Gi¢i thiéu chuwong trinh

Khéng riéng gi nhirng ban tré méi

THE BEST PRACTICE GUIDE

SOFT SKILLE FOR
MAMAGERS B LEADERS

bit dau di lam, nhiéu can bd quan
ly cGia chiing ta ngay nay van con
ling tlng v&i vO s6 nhirng viéc sy
wy, phét sinh. Mét nghich ly la khi

chdng ta cang gidi quyét viéc su
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Viéc 1ap ké hoach thuwdng duwgc

hi€u la liét ké nhirng cong viéc can lam. Nhwng khi ta da danh thoi
gian liét ké roi, ta cling khdng sao ki€ém soat va hoan thanh dugc
chling dung ti€én do. biéu do, khién chdng ta luén ludn bi dong véi
cong viéc. Ching ta bi qua tai, kém sang tao, bi thoi gian rwot dudi
cling twr dé phat sinh.

Khéa hoc sé& giip ban hiéu dwgc vai tro va tdm quan trong cla
viéc lap ké hoach; biét cach lap ké hoach va kiém soat ké hoach
mot cach hiéu qua dé ludn luén dwoc chd dong véi cong viéc cla

minh.
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NOi dung chuong trinh

Phan 1: Vai tro va lgi ich cua viéc lap ké hoach
- K& hoach la gi?

- Tai sao lap k& hoach lai can thiét cho moi ca nhan?

Poi twong hoc vién

- Caccap quanly & lanhdao Phan 2: Quy trinh lap ké hoach
doanh nghiép. - Thu thép thong tin

-. D0oi ngli quan ly cap trung - Xac dinh muc tiéu theo tiéu chi SMART
(gidm ddc chirc nang tredng - Lap phuong an

pho cac phong, ban, G phan - Hanh ddng thwe hién ké hoach
trong doanh nghiép).

- Nhitng nguo'i dang tham gia
lam viéc trong madi treong
doanh nghiép c6 mong muén
phét trién va hoan thién ky
nang quan trong nay.

- Chuong trinh khéng phu hgp
cho cac doi twgng la hoc sinh,
sinh vién - nhirng ngu0i chra
c6 tham nién lam viéc trong

méi trud'ng doanh nghiép.

Chirng nhan

- Sé do Vién MasterSkills cap, co gia

tri ren toan quoc Xem thém chi ti€t tai Website Masterskills.org:

http://masterskills.org/Planing-skills-training.htm




Master Skills™

Better People — Better Organization

HOC VIEN MASTERSKILLS
Add: 30 bang Van Ngir P.10, Q.PN, Tp.HCM
Tel.(08) 22 467 086 — 08. 22 194 047
Web: http://www.masterskills.org | Email: Info@masterskills.org



